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ACCELA CITIZENS ACCESS (ACA)  

ONLINE PERMIT SYSTEM INSTRUCTIONS 
 

Message from Office of Construction Code Enforcement  
For your convenience during our office closure, we are providing a temporary online solution for 
permit applications and plan submission.  
 

This temporary solution has limited functionality. Our full solution will be available when our office is 
fully operational. We hope you will continue to use this online service to conduct business. You will be 
able to create a full profile, register your License information, add delegates that need to do business 
on your behalf, track permit status, request inspections, and much more.  
 

Please direct questions on using Accela Citizens Access (ACA) to code.enforcement@shelbycountytn.gov.  
 

Step 1: Register for an Account 
 
Go to https://aca3.accela.com/SHELBYCO/, youôll need to register for an account. 
 

 

How to Register for an ACA Account 

1) First time users, please ñRegister for an Accountò. 
Returning customers, please continue to login with your existing credentials. 

 
2) Once youôve arrived at our site: https://aca3.accela.com/SHELBYCO/ you can Register for an 

Account or Login using the links at the top right. You can also register for an account in the 
grey Login window. 
 

 

mailto:code.enforcement@shelbycountytn.gov
https://aca3.accela.com/SHELBYCO/
https://aca3.accela.com/SHELBYCO/
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3) After you have read and agree to the terms of use, check the box ñI have read and accept the above 
termsò and click ñContinue to Registrationò. 
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4) Next, please insert the login information you would like to use. You will need to remember this 
information to use Accela in the future.  

 

Enter login information here to ensure you retain it: 

 

Username:  

 

Password:  
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5) After your information is complete and accurate, under ñContact Informationò click ñAdd Newò. 
(This is required to register your account.) 
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6) Enter your Contact Information. The details added here will be used as your primary account 
information. 

 

ñSaveò the information. 
 

 
 

 

You should get a message displaying that your ñContact added successfullyò.  
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7) Next, select ñAdd Additional Contact Addressesò and complete the requested information. 
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8) Select ñSave and Closeò. 
 

 
 

9) You should get another notification that your account was added successfully, and you can now 
proceed to login. 

 

 

 

From there you can edit or delete your profile. 
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Step 2: Apply for Permits on ACA (back to top) 
 

Once you have created your account in ACA you can now apply for permits and make payments. 
 

1) Once you Login to https://aca3.accela.com/SHELBYCO/ using your existing credentials, click on the 
ñHomeò Button (to see screen as shown on the following page). 
 

 
Arrive at the Home Screen.  

 

Select ñCreate an Applicationò in the Building section or ñApply for a Licenseò in the License section. 
 

 

https://aca3.accela.com/SHELBYCO/
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The following applications can be found in the Building tab: 

 
Certificate of Occupancy 
Residential and Commercial Accessory, Addition, Alteration, & New Construction 
Residential and Commercial Electrical 
Residential and Commercial Mechanical 
Residential and Commercial Plumbing 
Residential and Commercial Demolition  

 
The following application can be found in the Licenses tab: 

 
State and Local Construction Licenses: Building, Electrical, Mechanical, and Plumbing  
Signs ï Permanent  
Elevators 
Mobile Home Pads 

 
You can also ñCreate an Applicationò or ñApply for a Licenseò by selecting the tab header.  
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2) Once you have read and agree to the terms, please check ñI have read and accept the above 

termsò. Then click ñContinue Applicationò. 

 

Please edit your browser settings to ñAllow Pop-upsò from this site before proceeding.  
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3) You are now ready to choose the type of permit that you need. As an example, we will 

demonstrate a Commercial Electrical Permit. 

 

Select ñContinue Applicationò. 

 

 
 

 
 
 
 



12 

 

 

4) Next, enter Contact Information in the Licensed Professional List and the Contact List. You will 

enter or select which contact information you wish to have attached with this application.  

 

These contacts will be contacted regarding issues with the application and fees owed. 

 

Licensed Professional (where applicable) 

Select ñAdd Newò to add Licensed Professional information. You can choose between the General 

Contractor and Homeowner. You must enter your state or local license number.  
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Add  New  

 
 

Contact 

Select ñSelect from Accountò to use the information you entered when establishing your account. 

Select which contact you want to add. Note: This person will be contacted if there are any issues with 

the application. 

 

Select ñAdd Newò to add a different person, other than the account holder, to this application. 
 

 
 

 

One ñContactò must be ñApplicantò, selected from the ñTypeò dropdown list. 
 

                

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click ñContinueò. When both a Licensed Professional (where applicable) and at least one Contact 
has been added. 

 



14 

 

 

5) Next, enter Location information for the project.  
 

Enter as few values as possible to search for a valid address (i.e. just the "Street No." or "Street 

Name"). A general search will return a list of results from which you can select a specific address.  
 

Please just put in the street number and/or street name. Do not fill out all fields. The more general 

address search, the more likely you are to find the correct, valid address as it exists in our system. 

(See next page for an example). 

 

Troubleshooting Addresses: 

I canôt find the address Iôm searching for. 

¶ Enter only the street number, ñSearchò, and review the list to see if the address is 

present. 

 

Iôm uncertain about the proper name for a street (Hwy 14 vs Austin Peay; S Parkway vs South 

Parkway; Union Ave Extended vs Union Extended) 

¶ Enter only the street number, ñSearchò, and review the list to see if the address is 

present. 

 

The address is not present on the list even when I only search the street number. 

¶ You may be required to submit a paper application. Contact our office. 

 

If you want to change the initial address searched, please make sure to use the ñClearò button 

before searching again. 

 

 
 

 

 

Select ñSearchò.  
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Next, select an address from the list of valid addresses returned.  In the example below, weôve 

searched for street number ñ555ò and the search returned all addresses in Shelby County with a 

555 street number. 
 

 

 
 

Once an address is selected, the screen will return the associated Parcel and Owner information. 
 
 

Click ñSelectò at the bottom of the page to add the address, parcel and owner to the application. 
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Once the address, parcel and owner is added to the application, select ñContinue Applicationò to 
save the information in the Location section. 
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6) Next, enter details about the project in the Application Information section. Click ñContinue 
Applicationò when all necessary information is complete. Fields with an asterisk* are required. 
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If you opt to pay via Trust Account, indicate this by selecting the checkbox on the last question, 
Financial Info, in the Application Information section. 

 

 
 

 

7) Please upload any Documents that are required for your application. Required Documents will be 
noted in the description of the Attachment section. Plans should be uploaded here*.  

 

Please note: Uploading plans electronically could ensure review begins sooner or typically takes 
less time than submitting paper plans. 

 

*If you do not have electronic plans, please drop of 4 sets of hard copies in the plan review box 
located inside the main lobby at 6465 Mullins Station Rd., Memphis, TN 38134. For questions on 
paper plan drop off, email planreview@shelbycountytn.gov. 

 

Select ñAddò to add documents. Locate the document on your computer and select ñContinueò.  
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Once the document is added, select the document Type from the list. Select ñSaveò. 

 

Add multiple documents by selecting ñAddò as many times as needed. 

 

Once all documents are added, select ñContinue Applicationò. 

 

 
 

If you do not add any required Documents, you will see an error message and be required to add the 
document before you can submit your application. 

 

 

8) Next, Review your application to ensure its accuracy.  
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9) After you have reviewed your application and click ñContinue Applicationò, you will get a notice that 

your application has been submitted successfully. 
 

 

 

 

10) The application will be reviewed by a Permit Technician to ensure all needed information has been 

provided, then you will receive an email instructing you to Pay Fees. 

 

Example email: 
 

 
 
 
 
 

Please wait for an email detailing fees prior to contacting our office.  The email is an indication that 
your application has been processed.

Use this ID to pay fees. 
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Step 3: Pay Permit Fees on ACA (back to top) 

 

1) To Pay Fees, log into your Accela account and select the Building or Licenses tab, depending 
on your application type.  

 

Select ñSearch Applicationsò. Locate the application record you would like to pay.  
 

 
 

 

2) Click on the Pay Fees Due link in the Action column next to the application you would like to pay. 

 

Total fees will be itemized based on the scope of work outlined in your application. 
 

 

 
Click ñCheckoutò to begin the payment process. 

 

 

 

 

 


